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1 Document Overview

1.1 Document Purpose

This document serves the purpose of providing instructions on the usage of the GE&gHBNlinePermitting
& Reporting ServiceSystem(CEOB The documentation has been divided g0 major sections:

1 Overview obusiness process
1 Detailed instrietions onindependent modules

1.2 Definitions, Acronyms, and Abbreviations

This subsection provides the definitions of all terms, acronyms, and abbreviations required to properly interpret
the System Design Document.

Term Definition
CEOS Colorado Environmental Online Services
WQCD Water Quality Control Division
APCD Air Pollution Control Division
FIS Facility Identification System
CBR Clean Water Benefits Reporting System
RO Responsible Official
ESA Electronic Signature Agreement
HAP Hazardous Air Pollutants

1.3 Prerequisites

Requirement Impact on Project
Internet Connection Necessary for connecting to tleEOSubmittalSite
Internet Explorer (versioi.0 or above) Optimal for capitalizing on the features of tGEOSystem
PDF fileviewer View anysystemgenerated reports in PDF format
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2 Overview of Business Processes in CEOS
This section provides a high level overviewhaf business processes supported®yOSimilar to use case

descriptions as a table.

2.1 Accounts and Security Management
This setion details the various processes in creating and managing accou@iE@s

2.1.1 Public Account Creation
The diagranbelow outlines the steps necessary to create and activate an account.

CIMPLE — Create a Regular Public User Account

Phase

Regular Public User

Initiate Account
Creation Proces

Self Registration on

CIMPLE

Indicate role as
“Preparer”

F §

Enter general
information

Select & answer
security questions

Y

Logs into CIMPLE

End

using the p d
sent by system

enfoTech
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2.1.2 CDPHE Agency Account Creation

CIMPLE - Create a New CDPHE Agency User Account
Phase

? Prospecive Agency Recewve email
= Intiate Account User Nosfies nosfication on New Agency User
<3 Agency Super accountlogn and Logs nto CIMPLE
§ > Administrator password

~
§ H Super Administrator
W 5 Creates Account.

- Assigns Role and
£ 5 Group
o
o

2.2 Submittal and Permit Management
The below diagram displays a high level description of fudwnittak are processed utilizing tHieEOSystem for
both the Air and Water Branch.
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CIMPLE Status Tracking Flow Chart
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2.3

Performance Metrics Management

CEO$9rovides several management toolsttack performance metridor CDPHEnanagement, which include:

il

DashboardSummary: to track branch widibmittalreview status, as well as work task status of each
staff (Please refer to Sectids)

Summary Reportsvhich includeSubmittak Processed Report, Intermediate Milestones Report, Pending
Submittak Report, and Inspection Status Rep@ease refer to Sectidd)

Work Task#Management Tool: usg Calendar View and Grid View to intuitively track the progress of each
work task.(Please refer to Sectid®)

These tools will be described in the later sections of this guide.

3 Web Part

The home screen &@EOSalso known athe dashboard, contains several elements customized to display to the
user a general overview of current activities associated to them.

1 Submittab/ Request Summary
1 My Task
1 Message Center
1 My Queries
gEXy coLorADO
P Femiin & Environmment Colorado Eavironmental Online Services
Home Entity Project Submittal Inspection Calendar | Violation Report Work Task System Setting My Account Hello, Bill (Program Manager) @ Help 3 Logout

@Gmup: v User: Bill Thompson ¥ @
o Applications | Requests Summary (Starf: 5/14/2016 - End: 7/14/2016} B My Tasks
Message Center

Submittal Type: | All v GLU Pay Request Review Due On: 06/27/2016

p Total Submitted Apphcatiors: 134 (SUE WANG, submitted on 06/23/2016)
] Reauests Need Agency's Attention: 2 .

Submittal Type Determination Due On: 07/16/2016 B subm
[ Approved Appications: > J(un‘hl\? 2115 - APEN - Recprocating Intemel Combustion Engines

(Tester WQCD, submitted on 07/11/2016) @ 5 new correspondence message(s)
B ) Colorade CDPS from submitted submittals
5] Amended Appications: 0 ;

@ 11 amend applications

= i i - ] My Inspections . .
/5] Revised Applications: 3 d @ 272 Revised applications.
[ Withdrawn Applications: 1 Status  Scheduled v
g DeniedFaiked and Pass Due Date Appications: 0

Jfg' 2’7 1810 - DWRF/WPCRF - Gonstruction Pay Request
ue!

@ There is no inspection task.

Ifyou need to search task, please select Work Task tab on top

M Compliance Report Summary (Start: 511472016 - End: 711472016) B e

Submittal Type: | All v M Responsinility Summary 2, Payment Summary WA

dp Tomlsimited Reper: . ), Submitoks assgned to sekected user(s): » 23, Over Due Wiork Assignment o
- . lication Review Work Assignment Summary NjA

| Requests Nesd Agency's Attention: | |tk e el ed orpler 5 i 5 v

@Thesutmittal, permit, and reporting summary of the dashboard display several breakdown asali/the

aea

G§SY | Ol Subniiiak Szy & ItidfEsSiic&nSievithe number stibmittalthat has been submitted

alongside those that need attention, approvesinended, revised, withdrawn, or denied/failed in tB&EOSystem.
The user can view the items that have been categorized by clicking on the nunsdmoittak in that category.
CKAA ogAff oODUBNYiEIWS &5 S dA SGED@iBpla@hdpnly tRosesubmittak that belonged to the
specified category.
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3.2 My Tasks

@¢Ké Wad ¢ &1Q FSIGdzNB Aa |+ dzaSFdzZ FSIGdzNB GKFG KIF&a o
have been assigned to them. The listis orderediyS W5dzS 51 1SQ RSaOSyRAy3a a2 GKI G
2PBSNRdzS GKS ft2y3Said GF1S LINAR2NARGE Ay (GKS @GASgd /| dzZNNBy

submittal statuses.

@CEO?provides additional visility tools for users in multiple groups and/aho manages other sers. The
FAEGSNI 22t 020S Wae ¢lalQ lftf2ga GKS dzaSN) G2 @ASs Gl

=(™)| Group: Groups / Colorado Department of Public Health and Environment ﬂ User: Bill Thompsonﬂ @

3.3 Message Center

@q; KS Wa S & a hdlfis tie Ssédf Sn)Edrt of communication that requires attention. By clicking on
the notification, it will bring the user to the section where the message is displayed.

3.4 My Queries

@wa @ vdzZSNRASaQ Aa @PidEHde infariaionioyfhe Aséra The dekadtRese@ éeriaire
O2y TAIdzNBR -dfUBBHNI a4bw SLBRINNIR S a4 Q @ ¢tKAa Fft2ga (GKS dzaSNJ (2
Unless the user is extremely familiar with the database structure, fization of these queries is not advised.

3.4.1 System Default Queries

CurrentlyCEO$s able to pre g |COLORADO
. . O.CQ ¥/ | Department of Pubtic
configurequeriesbased on Y R
requirements The preconfigured Home | Entty Project = Submitial | Inspecion ~ Calendar ~ Violation | Report | Work Task | SystemSetfing | My Account
queries will be shown on every | ... ) Report > Rt > Qo
agency user account. Search Result
Summary Reports
@ View/Print summary reports EXECUTE QUERY
G{ P Please locate the desired query from the available Query Folders. Click on the desired query link to run the query.
(e [
Query List
Home
(3 My Queries (0 Water
(T Air @ System log with date range
@ Submission received afier certain date @ System Log with submission ID in Detail
] test

3.4.2 Self-Created Queries

The seHcreated query requires an tdepth knowledge of the current database structure in order for this tool to

be useful. For example, if the current search filters did not contain a filter option, then a query could be created to
compensate. In the example belothe query will return all the addresses in the database filtered by the city
namedW! Gt Fyidl Qo
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* Query Name:

Example
Select Parent Folder:

My Queries|v|

* Query

select * from [dbo] [SYS_Address}
where city_name= Denver

Query Statement

2750 2 MLK IR DR Atlanta 11

2 Martin Luther
et King, Jr. Drive, SE e -

2 Martin Luther
2772 King, Jr. Drive, 5E Atlanta u

2 Martin Luther
e King, Jr. Drive, SE Alanta =

2 Martin Luther
2774 King, Jr. Drive, SE Atlanta 11

2 Martin Luther
e King, Jr. Drive, SE Atlanta =

2 Martin Luther
2778 King, Jr. Drive, 5E Atlantz u

Query Result

4 Account and Security Management

This section contains details on not only how to manage the personal account but also aetaitsiaging other
system users and public accounts.

41 Manage fAMy Accounto
Ly Waeé ! 002dzyiQ (GKS dzaSNJ OFly Y2RAFe (GKSANI LISNE2YIf AYyT:
their information could be if the user changed theirmail or telephonenumber. Having a valid currentreall

address is extremely important for usi@iO$ situations where the user password needs to be reset, the user
wants to receive amail notifications when they are assigned a new task, and Atiitionally, in thissection, the

user can change their password. If the user desires, the user can upload a digital signature that can be used when
sending out emails generated by the system.

enfoTech Page 10 of 88



&g CEOS Agency Portal-User Guide

P G5 |COLORADO
Q -
co\AEE TR
Home Entity Project Submittal Inspection Calendar Violation Report Work Task System Setiing My Account
My ACCOUNT

Detail information for my account

General Information

First Name: Last Name: Usemname:
Bill Thompson

Employer: Job Title:
co Program Manager

Address Line 1: Address Line 2:

2121 East Mulberry

Country: State: City: Zip:
USAﬂ Co ﬂ Ft. Collins 80524
Area Code: Phone No.: Extension:
Mohbile Area Code:  Mobile No.: Mobile Provider:
]
Email:

example@cdphe state.co.us

My Account Information Page

Change Password

0Old Password:

New Password: Confirm New Password:

My Account Change Password Section

Signature
Signature File: Uploaded file:
Please privide .EMP, .GIF, JPG, JPZ or .PMG signature image.

Browse. .. Upload

Save User Info

My Account Dgital Signature Upload

4.2 Manage System Users

From time to time, agency users will need to manage the account settings of both agency users. This module is
only opened for managers. Cases where a user will need to access this section would be addingea new u

deleting a user fromtheirgroupt 2 Y I y I 3S &d2adGSY dza SNB D YIE@AIBYI § aliSNRUY d & (
feature will only be available to those with certain access levels.
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p—
@0 RO [COLORADO
Department of Publi
Cﬂ A Health ai:'n‘:mmmnarcu _ _ Colorado Environmental
[rErp—————
Home: Entity Project Submittal Inspection Calendar Violation Report Work Task System Setting My Account Hello, Bill (Program Manager) & Hell
| System Setting > Security Setting > Agency Users te=====m=====x

Security Setting

AGENCY USERS
£ Agency Users

Manage agency accounts You can search using partial criteria by adding a wildcard (%) before the search criteria value in each of the free text boxes below. For example, *%a” will allow you to find results ending with the let]

— default a wildcard (%) will be placed at the end for all free text box search criteria.

To create a new Agency User, dick the 'Add New' button,

Manage permission groups

To view or edit the details of a User, didk the @ icon in the first column of the result table (Users List).
B Permission -
o) Screens/Controls
Manage screeny/controls

et User Name: First Name: Last Name: Email:

Accepted? All ﬂ Status: (All) ﬂ Security Group:

Permissions - Data
Gl Access IXTL T Search |

Manage data access
permission
Search Result

P,ﬁ Public Users

% Manage public accounts 1 15 of 57 item(s]
ey ———
System Management ‘ @ admin Thompsen Program Manager Juliadao.enfotech.2@gmail.com | Active |
@ Submittal Configuration ‘ g ptaylor Pete Taylar Permit Writer Julia.odao.enfotech.2@gmail.com  Active Yes |
ContioiEst ] ‘ @ lcrane Linda Crang Permit Engineer Julia.dao.enfotech.2@gmail.com | Active Yes |

System User Menu

In the above Search Screen, the administratar search for a system user based on the search filter criteria. The

search can be conducted by using the following fields:

User Nameindicate the system user account name

First NameUser given name

Last NameWlUser family name

E-Mail: Email address

UserAccount AcceptedYes No, or All

Account StatusChoose a status for your account: Actikreactiveor All

Security GroupGroup in which user is associated with (Gzants and Loans Uit

=A =4 =4 -4 -4 -4 -4

A User can also sort the search results by simply clickingaitiesponding label. (For example, click First Name
label to sort the results in ascending/descending order).

1 - 15 of 57 item(s)

e T R R P (7T

@ Awezniak Wozniak Yes
= APotter Amy Potter Cradit Analyst

@ AZimmerman | Amy Zimmerman

@ Alaniesch Andrew Janiesch

4.2.1 Viewing User Information

Search Result

1 - 15 of 57 item(s

admin Thompson Program Manager Julia.dao.enfotech.2@gmail.com | Active |

System User Grid View

enfoTech Page 12 of 88



&Y

CEOS Agency Portal-User Guide

In the above Search Results screen, the administrator can view any User Informatiorplyycéitking the View /

Edit 1\Iﬁ ) button. In the User Information screen, the administrator can navigate through the different sections

for making updates, if required.

4.2.1.1 General Information

General Information

First Name:

Bill

Employer:

co
Address Line 1:

2121 East Mulberry

Last Name:

Thompson

Job Tithe:
Program Manager

Address Line 2:

Username:

Country: State: City: Falid
usa[w| co[w| Ft Collins 80524

Area Code: Phone Mo.: Extension:

Mobile Area Code:  Mobile No.: Mobile Provider:

Email:
example@cdphe. state.co.us

L} Do you want to receive SMS messages through a mobile phone®

L Do you want to save scheduled inspection to your Outiook Calendar?

System User Detailed Information

In the above General Informat2 y & ONB Sy > GKS FFRYAYAAGN: 42N Oty dzLRIFGS 2

the following fields; First Name, Last Name, Employer, Job Title, Address Line 1, Address Line 2, City, State, Zip,

Country, Phone Number, Extension, Mobile Number, and Email.

4.2.1.2 User Account Information

In the above User Account Information screen, the administrator can select the status of User Status to either
active or inactive from the drop down liste aSG i Ay 3 (KS uzs &GhdoloBgerddcess tEDS S Q>

User Account Information

User Status: Account Approval Status:
Active v Yes v
Note:

Reset Password Issue/Reset PIN

System User Account Activation

enfoTech
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system.The administrator can also change the status of Account Approval Status to either Yes or No from the drop
down list. If needed, the system provides a field to input notes about the user account.

4.2.1.3 Security Groups

Permission - Data Access

1-15 of 4 tem(s)

e
o Groups This group is automatically created by system
x Colorado Department of Public Health and Environment  Colorado Department of Public Health and Environment
b 4 Office of Communications handles intemal and external communications
x Office of Emergency Preparedness and Response serves as initial contact and triage for emergencies
Environmental Programs manages oversight of all environmental programs
b4 Air Pollution Control Division regulates air programs
% Indoor Air Program asbestos, lead
3 Asbestos Unit asbestos
¥ CFC, Pb, and Certification Unit lead
¥ Hazardous Materials and Waste Mgmt. Division waste and remediation programs
¥ Hazardous Waste Program RCRA C programs
3 HazWaste Compliance RCRA C oversight
3 Haz Waste Corrective Action Haz waste deanup
3 Haz Waste Permitting Haz waste permitting
M solid Waste and Materials Program Solid Waste
2 3

Associate Permission - Data Access

Group Association Under System User Settings

In the above Security Groups screen, administrators can associate groups with a particular user by clicking the

Assodate Groups 1, 1on. At any poinin time, the administrator can delete the group from the existing

Groupsby simply clicking the delet. ?€ ) button of the corresponding Groupthe security group feature is
extremely important due to the fact that th€EOSystem relies heavily on the grouping to assign key tasks and to
provide visibility.

4.2.1.4 System Roles

enfoTech Page 14 of 88
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Permission Groups

1 - 24 of 24 iteml(s)
. Pmmep |

Groups [] Colorado Department of Public Health and Envirenment [] Office of Communications [] Office
of Emergency Preparedness and Response [_] Envirenmental Programs [] Air Pellution Control Division ]
Indoor Air Program [_] Asbestos Unit[_] CFC, Pb, and Certification Unit [ ]Hazardous Materials and Waste
Mgmt. Division [[]Hazardous Waste Program [[]Haz Waste Compliance []Haz Waste Corrective Action[]
Haz Waste Permitting [] Selid Waste and Materials Program [_] Materials Mgmt Unit [] Solid Waste
Permitting Unit ] Remediation Proegram [] Superfund/Brownfields Unit [] Radiation Control Program[ ]
Admin TOP LEVEL permission. Rad. Materials Unit[ ] X-Ray Certification [_] Division of Env. Health and Sustainability [ ] Direct
Implementation Program Unit ] Retail Food and Standards Program Unit "] Environmental Agriculture
Program [] Sustainability Program Unit [] Water Quality Control Division ] Administration Program []
Community Development and Parinership Section ] Grants and Leans Unit[] Clean Water Program []
Permits Section [ ] Watershed Section [ ] Environmental Data Unit[ ] Safe Drinking Water Program []
Engineering Section [] Field Services Section [] Drinking Water Compliance Assurance Section [ ]
Department of Local Affairs ] Water Resources and Power Development Authority

Groups [] Colorado Department of Public Health and Envirenment [] Office of Communications[] Office
of Emergency Preparedness and Response [_] Envirenmental Programs ] Air Pellution Control Division ]
Indoor Air Program [_] Asbestos Unit[ ] CFC, Pb, and Certification Unit [_|Hazardous Materials and Waste
Mgmt. Division [[]Hazardous Waste Program []Haz Waste Compliance [ ]Haz Waste Corrective Action [ ]
Haz Waste Permitting [] Selid Waste and Materials Program [_] Materials Mgmt Unit [] Solid Waste
Permitting Unit ] Remediation Program ["] Superfund/Brownfields Unit [] Radiation Control Program[]
Waork Group Leader Work Group Leader Rad. Materials Unit[ ] X-Ray Certification ] Division of Env. Health and Sustainability [ | Direct
Implementation Program Unit [ ] Retail Food and Standards Program Unit "] Environmental Agriculture

Rde and Group Association

In the above System Roles screen, an administrator can assign any System role to Groups by selecting the
corresponding checkbox. Before assigning, the Role must be active by selecting the checkbox in the first column.

By associamng the group to the role, that user now has the role access level within the associated group.

4.2.2 Creating New Agency User

. Add New .
To create a newagencyuser, click the button on the agency user home page (System Setting
Agency Users)n the New User Inforntn screen, enter the necessary information in the following sections and

. Save A ] . .
clicks th button to save the information of newly added user.

General Information

* First Name: * Last Name: Usermname:
# Employer: Job Title:
* Address Line 1: Address Line 2:
Country: State: * City: * Fip:
USA[v] cO
Area Code: Phone No.: Extension:
Mobile Area Code:  Mobile No.: Mobile Provider:

* Email:

D Do you want to receive SMS messages through a mobile phone?
D Do you want to save scheduled inspection to your Outlook Calendar?

New System User Registration
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In addition, the user can designate the username and associate the user to #ysgoomp. In order to have the
user account acknowledged, set the user status to active.

User Account Information

CEOS Agency Portal-User Guide

User Status: Account Approval Status:
Active v Yes T

* Default Security Group:

#| Enforce user must change password at next login

Note:

Reset Password Issue/Reset PIN

Save Agency User

New System User Account Activation

4.3 Manage Public Users

By clicking System Settirrg Public Users, an admin user can open a search page Witlriantly existing public
users displayed in the results gritew by default.

L #ORE7 coLorRADO
L) co' @/ | Department of Public
~ Health & Environment

Colorado Environmental Online Sery
Home Entity Project Submittal Inspection Calendar Violation Report Work Task System Setting My Account Hello, Bill (Program Manager) & Help 3 Logs
_<< System Setting > Security Setting > Public Users

PuBLic USER MANAGEMENT

Security Setting

£  Agency Users

. .
- e mems This Page allows you to manage Public User account.

Permission Groups
Manage permission groups

Status: Email: Add New
’—_‘Z Permission - s (M) [v]| G —

5 ScreensiControls
Manage screen/controls Search Result
permission

User Name: First Name: Last Name:

1-15 of 68 item(s)

ﬁ Rermissions - Data Publi Account Reset TIssue/Reset First Last ‘Account Created
Access Lo i = d
“ Site View/Edit Status Password Pin Name Name Status Date
Manage data access
4 dfafa dsd fafa Active

permission

‘ 8 ES @ = ] abci2331@abe.com 07/12/2016 |
Pfﬁ Public Users ‘ & S @ = £ edfa eaf dfa abcl2321@abe.com Adtive 07/12/2016 |
(A% Manage public accounts

‘ v g @ @ =) 2] sasdf sdfa asdf abc1221@abc.com Active 07/12/2016 |
System Management ‘ & £ @ = 7 aasfaf asfa asfaf abca231@abc.com Active 07/12{2016 |

i B i

Public User Account Grid View

In the above Search Screen, the administrator can search for a public user based on the search filter criteria. The
administrator can searchy using the following fields

User Nameindicate the system user account name

First NameUser given name

Last NameWUser family name

Account StatusChoose a status for your account: Active or Inactive
Email: Email address

=A =4 =8 4 A
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The administrator can sb sort the search results by clicking the corresponding label. (For example, click First
Name label to sort the results in ascending/descending order).

1- 15 of 68 item(s)

I’lllil: i Rﬂﬂ: Iglle{llﬂﬂ: User N
05/10/2016

11232345213424 123 1232345213424 | 1234123421342134231@1234123423423.com | Active

4.3.1 Viewing User Information

‘ & S (@ | I = dfafa dsd fafa abc12331@abc.com Active 07/12/2016

Public User Account Management Tool

In the above Search Results screthie, administrator can view any User Information by clicking the View / Edit

( lﬁ ) button. In the User Information screen, administrators can navigate through the different tabs to make any
necessary updates. In additiaagministrators can perform the flewing actions:

a. /A0l [/ KI'YES AMORIYI diz OKEy3IS Lidzof AO dzaSND& adl (dzao
b. / £ A0 wéa:@étméaﬁzwﬁ BMBaSi Lzt A0 dzaASNDRa t23Ay LI

c. 1 tA0] W@,éSCV\GZLyb G NBaSlG LldzofAO dzaSNRa tLbo

4.3.1.1 General Information

General Information

* First Name: M.L: * Last Mame: * User Mame: Account Status:

dsd fafa dfafa Active
Company: Job Title:

* Primary Phone Number (555-555-55655): Extension: Mobile Phone Number (5565-555-5555): Mobile Provider:
5555555555

D I want to receive SMS messages through a mobile phone.
Fax Mumber [555-555-5655): * Email:
abc12331@abc.com

Public Account Detail Menu

When the View / Edit lﬁ ) button is clicked for the user, the administrator can update or change the public user
information through the following fields; First Name, Last Name, User Name, Status, Company, Job Title, Primary
Phone Number, Extension, Mobile Phddember, Fax Number, Email, Address Line 1, Address Line 2, City,
Country, State, and Zip.
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4.3.1.2 Address Information

Mailing Address

* Address Line 1: Address Line 2:

1

Country: * State: * City: * Zip:
USA[w| | CO[w| Denver 121212

Billing Address

DThe same as Mailing Address

Address Line 1: Address Line 2:
1

Country: State: City: Zip:
USA[w| CO[v| Denver 121212

Public Account Information

In the above screenshot, the administrator can update or change the public user address information through the

following fields; Address Line 1, Address Line 2, City, country, State, and Zip.

432 Change User 6s Ac AocountAssogigtien and

This section describes in detail on how to manage public user accounts so that public users can function
properly on the Public Portal.

4321 Change Usero6s Rol e

2 AGKAY GKS Lzt AO dzaSNJ LINPFAESSE tASa GKS walyl 3§
O2y FAIdNB GKS | 002 dzy

YwSalLlyairotS hTFFAOAI

Wt NBLI NEND @Al GKS t

h¥FAOAX lizk €n dlsb lye saleitad.

General Information Manage Account Type Manage Account Association Attachment

* Account group: () Preparer () Responsible Official () Viewer Attention: Changing the "Account Group” will reset the user's associated facilities.
* Account type: [| RO/Owner for Clean Water Construction Permits [+] RO/Owner for Air Emission Permits [ RO/Owner for State Revolving Fund

Save Account Type

Associated Facility List

[ select an
_ R Mailing Physical o Updated -
Select  Edit/Delete ID Organization Name Address Location Submittal Type Status By Updated Date Action
% _
g - APEN - Condensate . . TH2R2016 You are the only RO for this
| x 863382 testing12345 | 4 ua Siorage Tanks Pending | System | 55535 py facility and submiltal type.

Associate New  J:ET MU ECRSPIULE Batch Update Status to: | Active ﬂ Print Subscriber Agreement

If you are registered as a RO, you are required to sign and mail a hard-copy Subscriber Agreenment to EPD.

Public Account and Facility Association
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4.3.2.2 Inactivate / Activate Associated Facility

=

In order to activate a associated facility for a public usszcount, click on th.

icon. This will prompt a menu

forthe userto eitherswbK G KS | 002dzy i G2 W! OGAGBSQ>Y WLYIlI OGABSQsT 2N Y
public user will be able to then create and submsibmittalthat was selected for that particular facility. If the
allrddza Aa aSa (2 publgsé éah dif@e tReNiatystb yilRnbtyi@&/@any rigtsSo that

facility.

ID: 363382
Name: testing12345
Address:
Submittal Type: APEN - Condensate Storage Tanks
* Status:
Pending ﬂ

Comment:

.8aARSa 6SAy3 otS
Wt NBLI NEND Aa Faaz2oa
view. CEO$ 8 OdzNNBy Gt e O2yFAIdzNBR a2 GKFG I

hTFAOALE Q@

2 YIyr3as GKS 1 aa20AF38R FI OAf A
ISR GARYQD (W a0k B ATSKIAWHzAGSA © 0102 Sy 1 ¢
o f

ez

WwSalLl2yaa S h¥:

General Information Manage Account Type Manage Account Association

List of Associated ROs, and allow to manage account associaticn.

Aszsociated RO List

1-1 of 1 itemn(s)

# | Dansun 05/08,/2014 05/06/2015

Public Account Association View

4.3.2.3 Issue/Reset PIN

C2N) yS¢g WWPBAELRNVEAQES2y O0S GKSANI I O02dzyi
submittali & Ly GKA& Y2RdzZ S (GKS dzaSNJ g2dz R
The PIN will be sent in a form af @-mail to the lected public user.

B e e e e ey vy

enfolech
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System Setting = Security Setting = Public Users
PuBLIC USER MANAGEMENT

This Page allows you to manage Public User account

User Name: Status: {ﬁdl} DAccnunt-T],rpE Pending Add New m u:l-:'ﬂ.du

Search Result

1 - 15 of 70 itern(s) I —————————————N,,.,.

T
& E:! @ @

Issue Pin Button

4.3.2.4 Reset Password

In certain cases a user might need their password reset. Through this module, the user can reset a public users
LI 3a62NR o0& OfAO1Ay3d 2y (KS wt201Q o0dzit2zy RA&ALX @SR Ay

Reset Pasword Button

4.3.3 Creating New Public User

An administrator also has the ability to add a new user by simply clickir’ - button. In the New

User Information screen, a user can enter the necessary information in the following sections and clicks the
m button to save the information of newly added user.

' FGSNIJ al @Ay3 GKS dzaSNJ Ay¥F2z I+ YSaal3asS 2y G(KS (2L 2F (K
user account has been created.

The newly created user will then receive amail with nev password.Theywill have to log into the Public
Account using the information to reset his/her password, pin, and security questions.

5 Submittal and Issuance Management

In this sectionthe features associated with the work flow and the actual work ftdthe submittalprocess will be
detailed. In the next part of this section, this document will discuss how to manage permit€&@®as the
permit issued.
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5.1 Overview of Submittal Review Features

Thesubmittalreview features provides the agency sealetools to assist in theubmittalreview process. The
submittalfeatures allows the user to see the work activity done gaomittal The user can also view the
submittaland its issuance. Theection can be broken down into several parts:

1 SubmittalList

Summary of Review Status
Submission Info

Work Activities

Final Decision

Issuance

Correspondence

Email History

=A =4 =4 -4 -4 -4 A

5.1.1 Submittal List

When a public user submitssabmittal, thesubmittalg A f £ | LILSSmMNBMK YO N KBQ W2 RdzA S 2F (K
BubmittaR aPOIGACNRY G(KAA Y2RdzZ ST GKS dzaSNJ A SubdEika@ Sy Yidf (A LI
WCk OAf A.l@ Off ¥SQiby 3 subnyiittabvdll sQ by dsdeddi@gor descéhding order. By clicking on

BubmittalL y F 2 SuBmitiakkwill ©rt by submittalID in ascending or descending order.

Submittal List

5.1.2 Summary of Review Status
¢KS WwSOASs {GF(dzaQ OdzZNNBy (it & sRomitdld cordpete, it Kidis@lazNNBy § 3 OK.
W/ 2 YLIX S G S<ubniittgliBwithd® glyKES A G gAff RAALIX I & W2AGKRNI gQ@®
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